Writing for non-writers
The following is an extract from a presentation and workshop for clients of Green Gourmet, summer 2007

1 Know your purpose

2 Know your audience

3 Identify your key message and supporting messages
4 Think about what will impress your reader, not     

        just what you want to say

5 Trim your words to the bone - skip the waffle and the  

        unnecessary background

6 Use headlines (even on letters) to ‘sell’ the content, with   

        sub-headings to keep the reader’s interest

7      Use caps and underlines to draw attention to key words      

        - but don’t overdo it

8      Use bullet points for lists

9      Use appropriate language and tone of voice - not too  

        formal, but not childish or over-familiar

10     Use a clear, accessible, modern typeface 

11     Avoid a ‘so what’ ending - finish with a ‘call to action’
12     Don’t forget the power of the postscript
EXERCISE: LETTER TO PARENTS

Version A - what to avoid
Dear Parent or Guardian    
        As you may be aware, new regulations issued by the School Food Trust regarding school food served by school kitchens throughout the UK require that all local authority catering departments implement revised parameters on the nature and quality of foodstuffs which may be served in such restaurants, having regard to widespread concerns over elevated levels of fats, salts and sugars contained in such food ingredients and their consequent anticipated deleterious effect on the health of pupils patronising the School Meals Service within our Local Authority District. Accordingly sustained efforts have been made by Borchester Education Authority in the past 12 months to ensure that all foods served by staff in all schools throughout this Local Authority district not only meet the new School Food Trust Guidelines (2006) in every respect but provide both a nutritious and a palatable alternative to the many unhealthy fat-rich “snack” foods which some children may be tempted to resort to in lieu of taking a proper school meal within the LEA facilities provided.
    With this and related nutritional issues in mind we are proud to present a Summer Menu which contains more items which meet the new Regulations in all respects and can thus be served with confidence in School Dining Premises in Secondary schools.  We have added a total of five new menu items and reduced the number of fried food items as required by the SFT regulations.  

    It has been scientifically proven (Ratzenberger & Quiche, 1983) that a healthier diet not only improves children's concentration, energy and general wellbeing, it helps children to access the vital nutriments, enzymes, minerals, antioxidants,fatty acids and other dietary elements they need for normal growth and development throughout their years in full-time education.  So if your child is not currently one of those who take school meals, you are urged to ensure that every encouragement is given to them to sample items from the new revised school menu offerings.  
We are confident that you will find that our UK-reared 70gm Turkey Fillets, crunchy Turtle Shells, sustainable Piranha Steaks, hand-held Tuna and Cheesy Lobster Wraps and Breaded Non-Fried British Brunchburgers served as part of  our Summer Menu 2007 are a great advancement on what you have previously become accustomed to experiencing in addition to effectively meeting the School Food Trust regulations.  Sugar, salt and other additive levels are constantly being reduced by our nutritional experts who are dedicated to the health of our children throughout our schools and we now offer a choice of at least 2 non-fried meat items every day.  Many of these are now from UK suppliers and wherever possible they originate from local sources.  
We have also added items which can readily be held in the hand to ensure that those children who do not elect to take their food in a seated position can still absorb a healthy diet while in motion.  We are constantly striving to improve the quality, value and range of our school meals and this is simply the latest step in an ongoing programme of continuous improvement which we intend to maintain continuously throughout this year and in the years to come.  At the same time, we are delighted to assure you that these new healthy menu items are not accompanied by any increase in point-of-consumption meal costings.        
     If there is any aspect of the new Summer Menu Items upon which we can advise you further or give you more detailed nutritional information we trust you will not hesitate to make your concerns known.  May we assure you that all steps will be taken to take account of the information you supply in planning future menu changes.
Yours faithfully

Cynthia Waffle
Assistant Deputy Acting Team Leader, Catering and Hygiene Services Directive (North)
    
EXERCISE: LETTER TO PARENTS

Version B - a model to aim at
Dear Parent/Guardian

Our 2007 autumn menu - more healthy choices, at the same low prices
You’ve probably heard that the new regulations on school food require local authorities to serve healthier meals and snacks.  At the same time, we have to serve food children LIKE - otherwise they may simply waste their money on fast food, or skip important meals.  
At the School Food Department we have been hard at work finding the answer.  Now, for autumn 2007, we are proud to offer you better choice, better quality - and better child appeal.  
Most importantly, we’re announcing five entirely new healthy menu items which are designed to appeal to the tastes of today’s teenagers:
· Succulent 70gm turkey fillets from a quality British supplier

· Crunchy turtle shells

· Sustainable piranha steaks

· Hand-held tuna and cheesy lobster wraps

· Breaded non-fried British Brunchburgers 

The best news is that all this healthy food comes at the same low prices - your child can still enjoy a healthy meal at school for less than the price of a sandwich from a high street shop.
Please help us to make the most of this opportunity to improve the health of our children by encouraging YOUR child to try these new menus.  
We would love to hear your views.  If you’d like to comment on the food we serve in your child’s school, please email me at jclarity@borchester.gov.uk or call us on 01666 999999 to speak to me or one of my colleagues.

Yours sincerely

Jane Clarity
Head of School Food

PS: If you’d like to come along one lunchtime and try our food for yourself FREE OF CHARGE, just pick up the phone!  Each parent is entitled to one free sample meal at no charge (please don’t delay - offer ends July 31 2007).

